
 
 Process For A Plan of Development: 

 
 
        Administrative Approval Application 
 
 

1. A separate application is required for each approval, notarization is required. 
2. A filing fee of $500.00 is required for each application. 
3. A comprehensive written proposal is required to accompany the application. 
4. A map showing the location of the subject property-adjacent property owners to 

be supplied by staff. 
5. The applicant must supply the Zoning office with the list of all properties on the 

mailing list. 
6. The applicant is responsible for notifications to all adjacent properties by mail, 

certified, return receipt. The address on the back of the “green” card must be 
returned to: 

   Community Development and Planning 
   Zoning Technician 
   10455 Armstrong St.  Room 207 Annex 
   Fairfax, VA 22030 
(please make sure the case number is written on the back of the green card) 
 
Notify staff the date letters are mailed by returning the receipt of 
purchase to the Zoning Office. 
 
 
       7. Plans must accompany the notification letters (8 ½ x 11 is acceptable). 
       8.  Please see sample notification letter. 
       9.  Applicant may e-mail a draft application packet for review if desired, prior to                                                                                                                                
            formal submission. 
            E-mail: alexis.el-hage@fairfaxva.gov or carolina.garcia@fairfaxva.gov 
 
NOTE:  If a project requires the Board of Architectural approval, the approval must be 
completed prior to administrative approval. 
 
If you should have questions or concerns regarding this process, please contact  
the City of Fairfax zoning office at 703-385-7820 or by e-mail at the above address. 
 

mailto:alexis.el-hage@fairfaxva.gov
mailto:carolina.garcia@fairfaxva.gov


 
 
 
 
 
 
 
 
   (SAMPLE LETTER) 
 
Notice of filing of an application for Administrative Approval for 
Parking Reduction 
 
 
Date 
  CERTIFIED MAIL, RETURN RECEIPT REQUESTED 
 
Name 
Mailing Address 
 
Re: Address and parcel ID# required 
 
Dear Property Owner: 
 
This letter is to inform you that I have filed an application with the City of 
Fairfax, Department of Community Development and Planning, seeking a 
Plan of Development (Scope of proposal). 
 
Applications for a Plan of Development are reviewed by the Zoning 
Administrator and approved administratively. If you should have questions 
or concerns, please contact the City of Fairfax Zoning Office, at 703-385-
7820 within five (5) days of receipt of this letter. 
 
Sincerely, 
 
 
Applicant’s name 
Mailing Address 
 
 
 



FOR OFFICE USE ONLY 
 

Date Submitted Application Number 
Notices Mailed Fee  500.00  Receipt:_______________________ 

 

  ADMINISTRATIVE APPROVAL APPLICATION 
PLAN OF DEVELOPMENT  

CITY OF FAIRFAX 
 

I/We  _____________________________ hereby apply for approval of a plan of development  
          (Name of Property Owner or Agent) 
 
for the property known as  _________________________,  located at _____________________ ,  
        (Name of Development)           (Site Address) 
 
The proposed improvements are described as follows:  (attach plan of development) 
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
 
Pursuant to Section 110-101 (d) of the City Code, a plan of development may be submitted for 
any of the following: 
   
1. Restriping of an existing parking lot, including loading areas. 
2. Construction of trash enclosures and recycling enclosures. 
3. Change in use of a multiple use property. 
4. Erection of area lighting standards and fixtures. 
5. Temporary uses or structures listed in Article III of this chapter as permitted temporary uses in the 

district applicable, with the additional requirement that such temporary uses or structures will be 
removed within one year of initial placement. 

6. Other changes to approved site plans or projects that existed prior to December 2, 1969 that, in the 
opinion of the zoning administrator, are similar to and carry no more impact than one or more of 
items 1 through 4 of this subsection. 

   
Applications shall also conform to Section 110-102 of the City Code, and any additional 
requirements as determined by the Zoning Administrator.  During a pre-application 
discussion, the Zoning Administrator shall determine information required for submittal. 
 
  
WITNESS the following signature:    ________________________________________________ 
            Applicant 
 
__________________________________________________________                   ________________________________________ 
Mailing Address                               Phone Number 
 
The above affidavit was subscribed and confirmed by oath or an affirmation before me this  
_______________ day of _______________, 20___, in the State of  _______________________ 
My commission expires _______________________________. 
 
    ______________________________________________ 
    Notary Public/Registration No. 
 
 
 
Application approved by ______________________________ Date _________________ 
 



Sec. 110-102. Procedure 
(a)   All site plans or minor site plans that are appropriately submitted and that are certified by the zoning 
administrator as conforming to the standards and requirements set forth in this chapter shall be approved by 
the plan-approving agent designated by the city manager, hereinafter referred to as the agent. 
(b)   All plans of development that are appropriately submitted and that conform to the standards and 
requirements set forth in this chapter shall be approved by the zoning administrator. 
(c)   The property owner or his designee shall submit a site plan or minor site plan to the plan-approving 
agent or submit a plan of development to the zoning administrator, including a completed application and 
12 prints of the plan. 
(d)   Site plans, minor site plans, and plans of development shall be prepared and certified by an engineer, 
architect, land surveyor or landscape architect duly authorized to practice by the Commonwealth of 
Virginia. No person shall prepare or certify any portion of a site that is outside the limits of his professional 
expertise and license. 
(e)   With the site plan, minor site plan, or plan of development, the applicant shall submit applicable fees 
consistent with the adopted fee schedule. The applicant shall also submit certified mail receipts from 
notices sent to the owners of each property abutting to or across the street from the subject property. Such 
notices shall inform the owners that the plan has been submitted and will be considered for approval not 
less than ten days after receipt of the notice for a site plan and not less than five days after receipt of notice 
for a minor site plan or plan of development. If the adjacent development is of condominium ownership, 
then notification sent to the condominium association shall be sufficient to satisfy this provision. 
(f)   Written comments pertaining to a site plan, minor site plan, or plan of development may be filed with 
the agent by any interested party within the period prescribed in the notice or at any time prior to approval 
of the site plan. 
(g)   The site plan, minor site plan, or plan of development shall be forwarded to the board of architectural 
review pursuant to section 110-957 if the subject site is located in an historic overlay district. 
(h)   The agent shall notify the applicant in writing of the action to approve or deny the site plan or minor 
site plan and shall forward a copy to the zoning administrator. The zoning administrator shall notify the 
applicant in writing of the action to approve or deny the plan of development. In the event that a plan is 
denied, the plan-approving agent or zoning administrator shall indicate the reasons for denial. The decision 
by the zoning administrator or plan-approving agent may be appealed to the board of zoning appeals in 
accordance with section 110-1102 et seq. 
(Ord. No. 2000-25, 11-14-00) 
 
Sec. 110-103. Required information. 
The zoning administrator, during pre-application discussions with the applicant, shall determine 
information required for the submittal of a plan of development. Minor site plans shall include only those 
types of information required for a site plan that the agent deems necessary to review the request. Site plans 
shall be prepared at a scale no smaller than one inch equals 30 feet and shall be submitted as 24-by-36-inch 
prints, unless a modified format is permitted by the agent. All site plans and minor site plans shall contain 
the following information, except that the information provided for minor site plans may be limited to the 
locations on the site where site construction is proposed, if the agent determines that such limitation allows 
proper review of the plan: 
(a)   Location of tract by an inset map at a scale of not less than one inch equals 2,000 feet (1" = 2,000'), 
indicating scaled coordinates referred to in U.S.C.& G.S., state grid north and such information as the 
names and numbers of adjoining roads, streams and bodies of water, subdivisions, and districts or other 
landmarks sufficient to clearly identify the location of the property. 
(b)   Name and address of the owner or developer and contract purchaser (if any), north arrow, scale of the 
drawing and date of preparation and revisions. 
(c)   Boundary of the entire tract by courses and distances with reference to true meridian or state grid 
system and area of the tract. 
(d)   All horizontal dimensions shown on the site plan shall be in feet and decimal fractions of a foot to the 
closest one hundredth of a foot (.00), and all bearings in degrees, minutes and seconds to the nearest ten 
seconds. 
(e)   Certificate signed by the preparer of the plan setting forth the source of title of the owner of the tract 
and the place of record of the last instrument in the chain of title. 
(f)   Certified topographic map of the parcel at a minimum two-foot contour interval, showing existing and 
proposed contours and delineating the Resource Protection Area and the one-hundred-year floodplain 
elevation, if applicable. 
(g)   U.S.G.S. datum used for all elevations with location and elevation of benchmark shown. 
(h)   Locations and dimensions of existing and proposed: 
(1)   Structures on the site showing distance to lot lines and centerlines of adjacent streets; 
(2)   Streets and easements on and adjacent to the site with rights-of-way and pavement widths; 
(3)   Driveways and curb cuts on the site and adjacent properties; 



(4)   Parking and loading areas; all off-street parking, related driveways, loading spaces and walkways, 
indicating type of surfacing, size, angle of stalls, width of aisles and location, height and intensity of 
proposed lighting; 
(5)   Sidewalks, trails and open space; 
(6)   Median strip openings and their relationship to the site; 
(7)   Water and sanitary sewer facilities, indicating all pipe sizes, types, and grades and the location of 
connection to public utility systems; 
(8)   Underground electric, telephone and television cables, both on-site and in adjacent rights-of-way; 
(9)   Street and site lighting, indicating all fixture styles and heights, types of luminaire, location of fixtures, 
and illumination levels and uniformity values. 
(i)   Proposed elevations at control points such as driveways, ramps and any other locations determined by 
the agent to be necessary for the adequate evaluation of the plan. 
(j)   The proposed location and general use of each building, including outside display areas. 
(k)   Angles of bulk plane where minimum angles of bulk plane are prescribed by the provisions of this 
chapter. 
(l)   Sufficient information to show how the physical improvements associated with the proposed 
development such as walkways, driving lanes, and curb and gutter interrelate with existing or proposed 
development of record on adjacent properties. 
(m)   A tree management plan as required in division 10 and a landscaping plan showing the location, 
number, type and size of all proposed plant material at the times of planting and ten-year maturity. The 
landscaping plan shall also depict all trees larger than five inches in diameter existing on-site prior to 
development and intended to be retained. 
(n)   Location, type, materials, size and height of fencing, retaining walls and other screening including an 
elevation drawing. 
(o)   Vertical cross-sectional view showing: 
(1)   Height of proposed structures. 
(2)   Number of stories. 
(3)   Location and access to underground parking. 
(4)   Proposed grades of each floor, including basements. 
(p)   Plan of each proposed parking garage level. 
(q)   Additional information deemed essential by the agent to permit adequate review of the plan. 
(r)   The following data in tabular form: 
(1)   Area of parcel in square feet. 
(2)   Proposed gross floor area and the area of the above grade horizontal surface of any parking structure. 
(3)   Proposed floor area ratio and maximum permitted. 
(4)   Number and type of dwelling units. 
(5)   Number of parking and loading spaces required and proposed. 
(6)   Special exceptions, special use permits, or variances granted by the city council or the board of zoning 
appeals, and administrative reductions or waivers granted by the zoning administrator or requested 
concurrent with the site plan application. 
(7)   Landscaped open space required and proposed. 
(s)   Provisions for erosion and sediment control and the disposition of natural and stormwater including the 
proposed location, sizes, types and grades of ditches, catch basins and pipes and connections to existing 
drainage systems, along with any proposed water quality enhancement facilities in accordance with the 
requirements of divisions 2, 3, 11, and 12 of this chapter. 
(t)   Provisions for parking for the disabled in accordance with the requirements of the Commonwealth of 
Virginia. 
(u)   Locations of all entrances and exits to and from all buildings on the site. 
(v)   Locations of all roof drains. 
(w)   Phasing plan for projects anticipated to request phased occupancy. 
(Ord. No. 2000-25, 11-14-00) 
 
Sec. 110-104. Exceptions. 
The agent, after consultation with the zoning administrator, may waive the submission of some of the 
information required by section 110-103 if he determines that the proposed use or development may be 
adequately reviewed without some of the required information. 
(Ord. No. 2000-25, 11-14-00) 
 
Sec. 110-105. Review standards. 
In furtherance of the purposes of this chapter and to assure the public safety and general welfare, no site 
plan or minor site plan shall be approved unless the following are incorporated into the plan: 
(a)   Provisions for safe and functionally efficient traffic circulation and control on the site, and access to 
adjacent sites and public rights-of-way; 



(b)   Provisions for adequate fire protection approved by the fire marshal, and adequate water and sanitary 
sewer facilities approved by the director of utilities; 
(c)   Compliance with design criteria, construction standards and specifications for required public 
improvements or site development adopted by the Code of the City of Fairfax or by the Commonwealth of 
Virginia; 
(d)   Provisions for pedestrian traffic and connection of proposed sidewalks and bicycle trails to the city's 
system where such system is existing or planned adjacent to the proposed development; 
(e)   Provisions for adequate stormwater management and erosion and sediment control measures as 
specified in this chapter; 
(f)   Proof of easements required to develop or use the property as indicated on the plan; 
(g)   Provisions for service roads on property bordering arterial streets where adopted city plans specifically 
indicate such roads. However, notwithstanding the requirements of sections 110-763, 110-783 and 110-
803, no proposed structure shall be located closer than ten feet from the service road right-of-way or 
easement line; 
(h)   Dedication to the city of rights-of-way for streets, service roads (if required) and other facilities for 
public use (e.g., utilities and park areas), and easements necessary for their construction and maintenance; 
(i)   Delineation of each no parking, reserved parking and handicapped parking area on the site; 
(j)   Adequate provisions for refuse disposal. If dumpsters are used for refuse disposal, then each dumpster 
shall be located on a concrete pad with minimum dimensions of 20 feet by 12 feet and screened in 
accordance with the requirements contained in division 10. Refuse disposal areas shall be located so that 
they are accessible by a disposal truck without impeding traffic or encroaching upon required parking 
spaces; 
(k)   The underground installation of all on-site utilities in accordance with city and applicable utility 
company standards. In addition, when the proposed development will result in moving or relocating 
existing overhead utilities located in adjoining rights-of-way, the applicant shall be responsible for placing 
such utilities under ground and dedicating any additional right-of-way or easement that is necessary. 
Equipment such as electric distribution transformers, switch gear, meter pedestals and telephone pedestals 
which is normally installed above ground in accordance with generally accepted utility practice for 
underground distribution may be so installed. Temporary overhead facilities required for construction 
purposes shall be permitted. The city council may grant special exceptions to modify the requirements of 
this provision if the applicant clearly demonstrates that the requirements pertaining to the underground 
placement of utilities in adjacent rights-of-way will result in an expense which exceeds five percent of the 
total cost of the proposed construction. Special exceptions shall only be granted by city council pursuant to 
the procedures and limitations established for special use permits set forth in section 110-369; 
(l)   Provisions for adequate site and street lighting to provide safety and security for both pedestrian and 
vehicular traffic. Lighting fixture style shall be compatible with the architecture of the buildings located on 
the site. On-site lighting shall be directed downward and inward to prevent spill light on adjacent property. 
No lighting fixture within or immediately adjacent to any residential district shall exceed 12 feet in height, 
nor shall any lighting fixture located elsewhere exceed 20 feet in height. The site plan shall address lighting 
for facilities which may require special lighting. White light sources/luminaires shall be used to provide 
improved color rendition, unless otherwise approved by the agent. Levels of illumination shall be 
consistent with the foot-candles and uniformity values specified in the latest edition of the Illuminating 
Engineering Society Lighting Handbook. 
(m)   Compliance with all requirements of this chapter. 
(Ord. No. 2000-25, 11-14-00) 
 
Sec. 110-106. Screening. 
Screening from adjacent property shall be provided in accordance with the requirements contained in 
division 10, Tree Preservation, Landscaping and Screening. 
(Ord. No. 2000-25, 11-14-00) 
 
Sec. 110-107. Completion agreement and bond. 
Prior to approval of any site plan, there shall be executed by the owner or developer and submitted with the 
site plan an agreement in form and substance as approved by the city to construct all physical 
improvements required by the provisions of this chapter. A bond, with surety or condition acceptable to the 
city, in the amount of: 
(a)   One hundred percent of the estimated cost of all required improvements which are: 
(1)   To be dedicated to public use; 
(2)   On property owned by a homeowners' association; 
(3)   Within an easement or right-of-way to the benefit of the City of Fairfax; or 
(4)   Connected to a public facility; and 
(b)   Twenty-five percent of the estimated cost of all other required physical improvements; and 



(c)   One hundred percent of the estimated cost of all plant material required by this chapter or designated 
to be preserved in the development process. 
All estimates of cost shall accompany the site agreement and shall be subject to approval by the plan-
approving agent. The aforesaid agreement and bond shall be provided to ensure completion of all work or 
improvements therein stated within the time cited in the agreement and determined by the agent. The 
completion time may be extended by the city manager upon written application by the owner or developer, 
signed by all parties to the original agreement and to the bond. The adequacy, conditions and acceptability 
of any bond hereunder shall be determined by a bond committee appointed by the city manager. In any case 
where the bond committee has rejected any such agreement or bond, the owner or developer may appeal 
such decision to the city council. Partial bond release shall be permitted consistent with the requirements of 
the Commonwealth of Virginia. 
(Ord. No. 2000-25, 11-14-00) 
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